New Hire Action

Purpose

Trigger

Prerequisites

End User Roles

Title: New Hire Action (PA40)
Transaction Code:
(PA40)
Use this procedure to hire a new employee into HRMS.

Perform this procedure when a new employee to state service is being entered into
HRMS for the first time.

An employee must have been hired into State service and completed a New Hire
Information Packet.

In order to perform this transaction you must be assigned the following role:
Personnel Administration Processor, Payroll Processor, and Benefits Processor

Change History

Date Change Description

12/3/2012 Procedure updated to match current system. Updated Helpful hints to include
searching for employee’s Social Security Number. Added step to create employees’
email address.

02/21/2013 Removed note about Personnel Data (0002) start date changing to the employees
birthday. Start date will remain day of hire.

03/13/2013 Added Create Communication (0150) to create an employee’s email address into
the dynamic action of hiring a new employee.

Menu Path Human Resources = Personnel Management - Administration - HR Master Data

Transaction Code

- Personnel Actions

PA40

Helpful Hints

e Before processing a New Hire action, check the Business Intelligence and/or
Data Warehouse for previous Personnel Numbers.

e Verify that the new employee’s Social Security Number does not already exist
within HRMS.

° To complete this, enter PA20 into the command field.

. Once on the Display HR Master Data Screen key =c.. followed by the
employees Social Security Number (without the dashes) and press enter.
Example: =c..500000076

e Personal Holiday quotas are only created by the system at the beginning of a
year. Employees who are hired after the beginning of the year and are entitled
to a Personal Holiday will need to have their quota entered manually. See the
OLQR procedure Quota Generate Accruals Manually.

e This procedure may require hand-offs to other roles (payroll processor and/or
benefits processor) depending on the structure of your agency and your role at
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http://www.dop.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/Quotas_Generate_Accruals_Manually.pdf

Title: New Hire Action (PA40)

your agency.
e Itis critical if a hand-off is made to another role, that the transaction code PA40

|@ Execute info group

is used and the process is used. This is explained
further in this process. Using PA40 will ensure that all required infotypes are
completed.

¢ Do not use the Transaction code PA30 to complete portions of the the
appointment change action.

The system may display three types of messages at various points in the process. The messages you see
may differ from those shown on screen shots in this procedure. The types of messages and responses
are shown below:

Message Type Description

Error
Example: Q Make an entry in all required fields.

&

Action: Fix the problem(s) and then click V] (Enter) to validate and proceed.

Warning

@ Action: If an action is required, perform the action. Otherwise, click

Example: @_ Record valid from xx/xx/xxxx to 12/31/9999 delimited at end.

@ (Enter) to validate and proceed.

Confirmation @ )
Example: Save your entries.

i or & Action: Perform the required action to proceed.
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Title: New Hire Action (PA40)

Procedure
1. Start the transaction using the above menu path or transaction code PA40.
=
HE Master Data Edit Goto  Extras  Utilities  Settings  Systern Help
& A H @@ 2EE ana8 | EHE

Personnel Actions

Personnel no.

Fram

Personnel Actions

Action Type Personn... |EE group  |EE suhgr...l
| |mew Hire [4]
[~]

Change of Status
Concurrent Employment
Appointment Change _|
Ciuick Hire

Fehire - Guick Hire

Separation

Fehire

Leave of Absence - Active
Leave of Absence - Inactive
Feturn from Leave of Absence

2. Perform the following fields:
If Go To
You are the Personnel Administration Processor Step 3
You are the Payroll Processor Step 55
You are the Benefits Processor Step 76
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Title: New Hire Action (PA40)

3. Perform one of the following:
R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/0O/C | Description
From R The effective date of the new hire appointment.

Q Only enter the From Date if you are the Personnel
Processor initiating the new hire action.

Example: 6/1/2012

Click the box to the left of DNEW HIrE o select.
=
HE haster Data Edit Goto Extras  Utilities(M]  Settings  Systerm Help

& a4 H @@a@ SHE antas BE
Personnel Actions

Personnel no.
From 06/01/2012 |

Fersonnel Actions
Action Type Personnel |EE group  |EE subgr |
| [Mew Hire [+]
Change of Status
Concurrent Employment
Appointment Change _|
Cluick Hire
Rehire - Ciuick Hire
SEparation
Rehire
Leawve of Absence - Active
Leave of Absence - Inactive
Return from Leawve of Absence

|[«]

Click @ (Enter) to validate the information.
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Title: New Hire Action (PA40)

S -
Click =¥ (Execute) to execute the action.
=
| Infatype  Edit Goto  Extras  Systern Help
| & | 2/ ABIead CHE DDo0 BRI @m
Create Actions (0000)
DDl.{J’ Change info group |
Pers.Mo.
Start DB/01/72012| to 12/31/593389
Personnel action
Action Type U0 New Hire a|
Reason for Action ’I:.T|
Reference Pers. Nos.
Status
Emplayment 3 Active =]
Organizational assignment
Position ™
Personnel ares
Employee group —|
Employee subgroup _|
Additional actions
IStart Date |Act. |Acti0n Type IActR IReaSDn for action ||
7. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Reason for R It stores the reason that an action has been performed. For

Action guidance of reason codes, refer to the HRMS Data Definitions
page:

http://hr.wa.gov/payroll/HRMS/OnLineQuickReference/Pages
/HRMSDataDefinitions.aspx

@ Click the (Matchcode) to open the selection list.

Example: 02 Probationary
Position R This is a specific and concrete description of the
responsibilities that one individual fulfills in an organization.
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Title: New Hire Action (PA40)

Example: 71004928

Click G (Enter) to validate the information.

9. An Information window will appear.
III:}'InfDrmatiun
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Title: New Hire Action (PA40)

10. o

Click (Continue) to continue.

=g

| Infotype  Edit  Goto  Extras  System  Help

|@ | 21 9B ece DHE 0on BE QB
Create Actions (0000)

DDL{? Change info group |

Pers Mo
Start 12/31/8989
Personnel action
Action Type |UD MNew Hire a|
Reason for Action 82| Prohationary
Reference Pers. Mos.
Status
Emplayment '3 Active =]
Organizational assignment
Fosition 71004923 OFF ASST 3
Personnel area 3021 D5HS Redion 1
Employee group |E| Permanent
Ermployee subgroup o8| M-OT Elig=40hrsauk
Additional actions
|Start Date |Act. |Acti0n Type |ActH |Reasun far action ||

: The employee’s personnel number will now be generated.

11.
Click H (Save) to save.
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Title: New Hire Action (PA40)

=
Infotype  Edit Goto Extras  System  Help

@ 210D eEeCHE S0ia B0 eE
Create Personal Data (0002)

Personnel Mo. 4A00AE39

Start 6 /01 /201 2| =R 1243179889

Status  Active

Mame
Title ]
Last name & |
First name |
Middle name |
Nickname |
Suffix | ]
Narme | |
HR data
SN ER Gender
Date of Birth ER @Female  OMale
Marital Status ] B since ||

12. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Last Name R The legal last name of an employee as indicated on their social
security card.

Example: Smith
First Name 0] The legal first name of an employee as indicated on their
social security card.

Example: Joseph
SSN R The 9 digit number assigned by the Social Security
Administration.

Example: 432-56-7878
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Title: New Hire Action (PA40)

Date of Birth R The date of the employee’s birth.

Example: 05/03/1978
Gender R Enter the gender of the employee.

Example: Male
Marital Status R The marital status of the employee.

Example: Married

=

Infotype Edit Goto  Extras  Systermn  Help
g 1 i eee CHE Dhos HE @B
Create Personal Data (0002)

Personnel No. | 40000539
Start De/0341878)  To 12/31/9899

Status  Active

Marme

Title a

Lastname | SMITH |
Firstname  JOSEPH |

Middle name |
MNicknarne |
Suffix | 3|
Name \SMITH JOSEPH |
HR data
55N 432-55-7878 Gender
Date of Eirth 05/03/1978 OFemale ®Male

Marital Status Marr.  El Since

13. ﬁ
Click (Enter) to validate the information.

14, _|
Click (Save) to save.
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Title: New Hire Action (PA40)

=
Infatype Edit Goto Extras  System  Help
1+ B dBICaea EHRE 008 HE @@

Create Organizational Assignment (0001)

Personnel Mo. 40000639

Status  Active

O6/01/20

Start

1[0 12/31/9999

Enterprise structure

CoCode ENEN STATE OF WASHINGTON

Pers.area 3021  DSHS Region 1 Subarea OEa1|  Mon Represented

Cost Ctr 3000000000 DEFALULT AGENC .. Bus. Area apoo Dept of Social & Health 5.
Fund

Personnel structure

EE group o PErmanemnt Payrarea 11|  Semi-monthly
EE subgroup |06 M-OT Elig=40hrsiuk Contract Permanent g
Organizational plan Administrator
Percentage 100,00 | Assignrment PersAdmin
Position 71004928| W34 Time
OFF ASST 3 PayrAdrmin
Job key AEOA0AGE
Exempt
org. Unit 30012250 EXEC HRD
EXEC Human Resour..
Org . key
15. Complete the following fields:
R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Contract R The status of the appointment.
@ Click = (Dopdown) to view the selection list.
Example: Probationary.
Org. Key 0] The pay distribution location.
This field is used at the discretion of the agency.
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Title: New Hire Action (PA40)

Example: 1RAMAD

Time 0 The time data administrator is responsible for the employees
assigned to him or her.

@ This field is used at the discretion of the agency.

Example: DA

16. ﬁ\
Click (Enter) to validate the information.
=
Infotype  Edit Gaoto  Extras  System  Help
& A Q@ LER S0O0 HEE @
Create Organizational Assignment (0001)
Personnel No. | 40000539
Status  Active
Start 12/31/8339
Enterprise structure
CoCode WAL STATE OF WASHINGTOMN
Fers.area 3021 DSHS Region 1 Subarea ooo1 MNon Represented
Cost Ctr 3000000000 DEFALLT AGEMC. Bus. Area Jooa  Dept of Social & Health 5.
Fund
Personnel structure
EE group €} Permanent Payr.area 11 Sermi-monthky
EE subgroup |88  WM-OT Elig=40hrsivk [ontract 02 Probationary & |
Crganizational plan Administratar
Percentage |100.00 | Aszsignment | PersAdmin
FPosition 71004928 VW34 Time
OFF ASST 3 FayrAdmin
Job key oopaooeEa
Exernpt
Org. Unit JoO12250)  EXEC HRD
E=EC Hurman Resour..
Org.key
S =
Click Ol (Save) to save.
18. If the Delimit Vacancy appears, select the appropriate option for your agency’s position.
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Title: New Hire Action (PA40)

Il:B’DeIimit Yacancy
S 71004928 OFF ASST 3

Delimit on

| Yes ||3§ Cancel |

@ This screen will only appear if there is a vacancy that will be delimited by the new hire.

19. Yes
Click to delimit the Vacancy.

=y
Infotype Edit Goto Extras  System  Help

& 140 e SHE D0 BE @
Create Contract Elements (0016)

| Maintain activities |

Fersonnel Mo. | 40000838 Marne SMITH JOSEFH

FersArea (3021 |DSHS Region 1 EEGroup |0 Permanent

PSubarea (0001 Mon Represented  EESubgroup |06 M-0OT Elig=40hrshwk  Status  Active
Start Q50120812 tI:I 12/31/89399

Contractual requlations
Caontract Type

(i

Petiods
Prnbatiunar\f Period

i

20. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Contract Type R The status of employment within the State.

Example: Non-Permanent
Probationary 0] The length of the employee’s probationary period.
Period

Example: 6 Months
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Title: New Hire Action (PA40)

=
Infotype  Edit Goto  Extras  System  Help
& 3 AR ICEa CHE SDhon BE @

Create Contract Elements (0016)
I ‘ Iaintain activities |

Personnel No. | 40000639 Marme \SMITH JOSEPH |

FPersarea (3021 | DSHS Region 1 EEGroup . Permanent

FPSubarea 0001 | Mon Represented EESubgmupl@M-OT Elig=40hrsimls  Status  Active

Start 06/ 01 207 2) =kl 12/31/35838

Contractual requlations

Contract Type |III1 MNon-Permanent B
FPeriods

Probationary Period | 6| mMonths 2|

21. ﬁ
Click (Enter) to validate the information.

22. _|
CIick (Save) to save.

=
Infotype  Edit Goto Extras  System  Help

|& | 2300 eee  CHE S8 0a DR IQE
Create Monitoring of Tasks (0019)

Personnel No. | 40000659 Mame SMITH JOSEFH
PersArea 3021 |DSHS Region 1 EEGroup . Permanent
PSubarea Q081 |Non Represented  EESubgroup . M-OT Elig=40hrsiwlk.  Status  Active

Task
Task Type 11 Prab per to expire
Date of Task 1270172012 Processing indicator Mew task =
Reminder
Reminder Date
Lead/follove-Lp time [ | | | For specific task type a|
23. Complete the following fields:
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Title: New Hire Action (PA40)

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Reminder Date | O This is the date on which the system will remind a user (via
report) that a specific period is expiring or a record needs to
be updated.

Example: 11/21/2012
Lead/follow-up | O This is the amount of time to be notified in advance or after
time an event has occurred.

When the infotype is validated, this field will be
converted into the Reminder Date field based on the Date of
Task.

Example: 1 Weeks

@ You can run the Task Monitoring Report (S_PHO_48000450) to get the reminder dates
and tasks.

24, ﬁ‘
Click (Enter) to validate the information.

25. _|
Click (Save) to save.
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Title: New Hire Action (PA40)

Infotype  Edit Gato  Extras  System  Help

&

A BI€EQ I SEHE aDOa | EHE @

Create Addresses (0006)

Fersonnel Mo. 40000633 Mame SMITH JOSEFH

Persarea |3021 DSHS Region 1 EEGroup 0| Permanent

FPSubarea 0001 | Mon Represented  EESubgroup 08| WM-OT Elig=40hrsiwk Status  Active
Start [E /01 /201 2 tu 1243149999

Address

Address type 1 Permanent residenc . B

Street and House
2nd Address Line

Mo. ™

Fostal Code/City ™ ™
Country key LS LUSA, B
Officeregion £
County code ™
Telephone Mumber
Comrnunication
communication 1
Communication 2
Communication 3
Communication 4
26. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name

R/O/C | Description

Address Type

R The type of address for this infotype.

@ You can also select mailing address from the drop
down list. If the employee provides a permanent
residence and mailing address you can only
complete one type during the New Hire Action. To
enter another address type follow the procedure
Addresses Create and Maintain that is located in the
OLQR.

State of Washington
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Title: New Hire Action (PA40)

Example: Permanent Residence.

Street/House
NO.

The residential street address of an employee.

Example: 540 Dundee PL

Postal
Code/City

The 5 or 9 digit zip code and city the employee resides in.

Example: 98501/Olympia

Country Key

The country the employee resides in.
@ This field will default to USA.

Example: USA

Office/region

The state in which the employee resides.

Example: WA

County Code

The numeric code for the county in which the employee
resides.

@ Click the (Matchcode) to display options.

I@Cnunty Code (11 41 Entries found

5

v|E|D|mE|@8[#E] 2|2z
1 Country Key: US
Region: WA

1c... pescription |

01 Adams County

102 Asotin County

103  Benton County

0 Chelan County

03 Clallam County

06  Clark County

Example: 34 — Thurston County

Telephone
Number

The telephone number for an employee.

Example: Home- 360.664.6400

State of Washington
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State of Washington

=
Infatype  Edit  Gaoto

Extras  System  Help

G

Title: New Hire Action (PA40)

3140 eEQ CHE SDo0 RE @

Create Addresses (0006)

BRI [P savoss

Personnel Mo. 40000639 Name SMITH JOSEPH

PersArea |3021 DEHS Region 1

EEGroup 0| Permanent

PSsubarea -DEIEI'I Mon Represented  EESubgroup . M-OT Elig=40hrsAiwk  Status  Active
Start 06 /01 /201 2] = 12/31/99398

Address
Address tvpe

|1 Permanent residenc...ia|

Street and House Mo.

40 Dundee PL

2nd Address Ling

Postal Code/City 98501 | oy
Country Key US USA, a|
Officesregion [ | Washington
County code Im Thurston County

Telephone Number

J60. 664 . 85400

Caormmunication
Communication 1

Click ﬁ (Enter) to validate the information.

_|
CIick (Save) to save.
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Title: New Hire Action (PA40)

=
Infotype  Edit  Goto  Extras  System  Help
& 2 A @ SRR BDO0| HE @M

Create Communication (0105)

Fersonnel Mo. 40000638 Marme SMITH JOSEFH
PersArea |3021 | DSHS Region 1 EEGroup |Q| Permanent
Psubarea |0001 | Mon Represented  EESubgroup (06| M-0OT Elig=40hrsfwke  Status  Active
Start [6/01/2012 tn:n 12431/9999
Comrmunication
Type oo1e|  E-mail
ID/number Eq
29. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
ID/Number R Enter the employee’s work email

:" If you do not know the email address at the time of the
new hire, click the next record button to move to the next

infotype.

Enter the email address using Maintain HR Master Data PA30

as soon as you obtain it.

Example: JHS@DSHS.WA.GOV
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Title: New Hire Action (PA40)

=
Edit Goto Ewxtras  System Help

Infatype
[&] = {Blece CHE Dho0 BE OB

Create Communication (0105)

Personnel No. | 40000639 MName SMITH JOSEPH
PersArea DSHS Region 1 EEGroup|0] Permanent

PSubarea -DDB'I Mon Represented EESubgroup . M-OT Elig=40hrsfwk  Status  Active
Start Og/01/2012) to 1273172999

Communication
Type
ID/mumber

ge1a|  E-mail
JOSEPH. SMITHBDSHSRESG . Wa . cov| |

30. Click ﬁ (Enter) to validate the information.

|
31. Click (Save) to save.
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Title: New Hire Action (PA40)

=
Infotype  Edit Goto Extras  System Help
@ B dH Qe SHE 0o FHE @R

Create Planned Working Time (0007)
| YWork schedule |

Personnel No.  |48000639 Name SMITH JOSEPH
Persarea |3021 | DSHS Region 1 EEGroup |0 | Permanent

ented  EESubgroup 06| M-OT Elig=40hrsiwk  Status  Active
B[=)To  [12/31/9999

ork schedule rule

|wiork schedule rule FULL 5-8s. M-F 8 hpd
Time Momt status 9 9 - Time evaluation of planned times g
[CJPart-time employes Additional tirme 1D
Warking time

| Employment percent 100 a0 C1Dyn. daily work schedule
Daily working haurs Min. Max .
Weekly working hours o. oo Min. Max .
Maonthly warking hrs 0. oo Min. Max .
Annual working hours 0. oo Min. Max .
Weekly workdays

32. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Work schedule | R A description of the duration and composition of employee
rule working time for any given workday.

Example: FULL

Time Mgmt R This is part of the work schedule that an employee is assigned
status to and signifies how hours are calculated based on the
employee's assigned work schedule.

1-Time Evaluation of actual times - Use for Hourly employees
9-Time Evaluation of planned times - Use for Monthly
employees

Example: 9- Time evaluation of planned times

Additional time | R The indicator on how employee leave will accrue
ID

Enter:
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Title: New Hire Action (PA40)

= 00 for full normal leave accrual (will default if to
normal if field is left blank).

= 01 for NO leave accrual
= 02 for sick leave accrual only

Employment R The amount of time that an employee works per week in a
percent . o . . .
particular position and is described in terms of a percentage.
Example: 100.00
=
| Infotype  Edit Goto  Extras System  Help

|e 2 I B eee EHE fnos B @6
Create Planned Working Time (0007}

Personnel Mao. 400006389 Marne SMITH JOSEPH
Persarea (3021 |D5HS Region 1 EEGroup |0 Permanent
PSubarea (0001 | Mon Represented EESubgroup |08 | M-OT Elig=40hrsiwk  Status  Active
Start J Tu 12/31/9999
Work schedule rule
Work schedule rule FULL 5-85. M-F & hpd
Tirme Mot status 9 9- Time evaluation of planned times B
[JPar-time employee Additional time 1D
Waorking time
Employment percent 100,30 [1Dyn. daily work scheduls
Daily working hours g.0oo Min. Max .
Weekly working hours 40,00 Min. Max .
Wanthly working hrs 174.00 Min. Max .
Annual working hours 2080, 00 Min. Max .
Weekly workdays 5.00

33. ﬁ‘
Click (Enter) to validate the information.

34. _|
Click (Save) to save.
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Title: New Hire Action (PA40)

I@Subtypes for infotype "Education” (1) 12 Entries found

v |m|EE & ]3|
EElEduc. est. text |
01 High School or GED
02 Voo School wio HS
03 Voc. or Bus. School
04 Some College-2Qtrs+
05 AA Degree

06 Col Grad 4 ¥r Degree
07 Some Grad Work

08 MAMS/MSW Degree
09 Other Master Degree
10 PHD, LLD, MD, JD

11 Less Than HS Grad
12 Unknown

12 Entries found | %

35. Click on the appropriate education level.

@ This infotype can be skipped by clicking E (Close) to close the window.

36.
Click v

(Copy) to accept.
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Title: New Hire Action (PA40)

=
Infotype  Edit Goto Extras  System  Help

& 1 dH Qe CHE SDOon BRE @
Create Education (0022)

Personnel Mo, 400A0639 Marme SMITH JOSEPH
Persdrea (3021 DSHS Region 1 EEGroup |8 | Perrnanent
ented EESubgroup |06 | M-OT Elig=40hrsfwk Status  Active

[5)to AR/B1 /2000

Educational est. 06|  Col Grad 4 ¥r Degree
Education/training § Business Administration &
Institutesdocation Central Washington University
Country Key US US4 g
Certificate 25 not Applicatle
37. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Start R This is the date on which a record begins.

Example: 09/16/1996

To R It specifies the end date of a record, transaction, or search.
Example: 6/1/2000

Ed‘_JC?tion / R This is the type of education and/or training the

training employee/applicant has acquired at a given educational
institution.

Example: 5- Business Administration

Institute / R This is the name of educational institution attended.
location

Example: Central Washington University

Certificate R This is the type of leaving certificate (e.g. high school diploma,

University degree) the employee or applicant has acquired at
a given Institution.

Example: 25 Not Applicable

38. ﬁ‘
Click (Enter) to validate the information.

23 of 64

State of Washington




Title: New Hire Action (PA40)

39. _|
Click (Save) to save.

=3
| Infotype Edit Goto Extras  System  Help
| @ 200 @@ CHE D000 AR @)

Change Date Specifications (0041)

Personnel Mo, 40000639 Mame SMITH JOSEPH
PersArea |3021|DSHS Rengion 1 EEGroup |0 | Permanent
PSubarea (0001 | Mon Represented EESubgroup |06 | M-0OT Elig=40nrsiwk  Status — Active

Start tD 1273143898 Chng [12/0372012 |KELLYW

Date Specifications

Date type Date Date type Date

o1 | Anniversary Date n6/01/2012 02| Appointment Date oG/o1/2012
03| Original Hire Date neso1/2012 05| Seniority Date 06/01/2012
07 | Unbroken Srvc. Date neso1/2012 18| Prsnl HolidayElgblty 06/01/2012

@ The Prsnl Holiday/Elgblty (Personal Holiday Eligibility-Date type 18) is the date an
employee is eligible to take a personal holiday.

The Prsnl Holiday/Elgblty will default to the new hire date. If the employee is not eligible to
take a personnel holiday when they start employment, you will need to change the date to
when they are eligible.

In HRMS, there are a limited number of date types to enter into Date Specifications. You are
limited to 12 date types for each record.

40. If you would like to indicate the date the employee will be eligible to take vacation leave
(annual leave), complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Date type 0 Defines the meaning of a particular date.

@ Place cursor in the first available date type field and
click on the (Matchcode) to display all date types.
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Title: New Hire Action (PA40)

I= Date type (1) 35 Entries found

W recior: I

I

22 0 s 0 ) = =T
DT |Date type |

01 Anniversary Date

02  Appointrment Date

03 Original Hire Date

04  Prior PID

05 Seniority Date

06 Separation Eff. Date

Example: 09 (Vac Lv Frozen Up To)

Date

R This is either the current date or a date that must be entered
into the system to store a record.
Example: 01/01/2020

=g

Infotype  Edit

@

Goto  Extras  System  Help

110 e@Q CHE fnon A OB

Change Date Specifications (0041)

Personnel Mo.

40000639 Mame SMITH JOSEFH

Perssrea |3021

PSubarea 0oOq

DSHS Region 1 EEGroup . Permanent

raon Represented EESUbgroup . M-OT Elig=d0hrsiwk  Status  Active

Start 12/31/9993| Chng 120472012 |KELLYW
Date Specifications
Date type Date Date type Date
01| Anniversary Date D6/01/2012 02| Appointment Date D6/01/2012
03| Original Hire Date 0640172012 05 | Seniority Date 0640172012
07 |Unbroken Srve. Date |06/01/2012 08| vac Lv Frozen UpTo 1240142012
18| Prsnl HolidayElghity D6/01/2012 [ ]
41. ﬁ
Click (Enter) to validate the information.
42.

State of Washington
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CIick (Save) to save.
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=4
Infotype  Edit Goto Extras  System  Help

& 1 AE @@ SR Dhon BE @mE
Create Additional Personal Data (0077)

==
Personnel Mo. AR00R638 Marne SMITH JOSEPH

PersArea |3021 | D5HS Region 1 EEGroup . Permanent
PSubarea 0001 | Mon Represented  EESubgroup . WM-OT Elig=40hrsiwk  Status  Active

Start 12431785838

iAdditional Personal Data
Ethnic origin | 3|
Ethnicity(MNew) | a|

Race Data |
 |Race Category I
(] American IndianiAlaskan Native H

[+]
[~]

] Asian

[ Black or African American

[ Mative Hawaiian or Other Pac Islander
O white

LAl [ D]

Military status | 3|
] Exempt from EEC

“Weteran Status Disahility

Discharge Date [ Dizahility
[1Special disablad vateran Disahility Date
[1%ietnam-era veteran Date Learned

[ Other Protected Yeteran

] Recently separated veteran

[l Armed Forces Service Medal Yeteran
[ Disabled “eteran

[] Man-veteran
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43,
Complete the following fields:
R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/0/C Description
Ethnic origin 0] The employee’s ethnic group.
Example: Black/Not Hispanic orgin
Ethnicity (New) | O The EEO coded field allows you to group employees by ethnic
origin.
Example: Not Hispanic/Latino
Military Status | O The branch of service the employee served/serves in.
Q If the employee has not served in the military you can
select Non/Unspec Vet’s Status or leave the field blank.
Example: Rtrd VtnmVT> 500
44, In the Race Data Group, click the checkbox to the left of the appropriate Race Category to
select.
42. If applicable, choose a Veteran Status.
Non-Veteran is the default Veteran Status, if you select another Veteran Status, then
you must uncheck the Non-Veteran Status.
43. If applicable, choose a Disability.
44. Click ﬁ (Enter) to validate the information.
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State of Washington

=
Infotype Edit Goto Extras  System  Help

@ | 1 d@Ie@E@ LHE ShLa BE @m
Change Additional Personal Data (0077)

Personnel No. | 40000639 Name SMITH JOSEPH

PersArea |3021 | D5HS Region 1 EEGroup . Permanent
PSubarea |0001 | Non Represented  EESubgroup ’E|M—OT Elig=d0hrsiwk  Status  Active
Start [#)To [12/31/9999) Chg. [12/04/2012|KELLYW

Additional Personal Data

Ethnic origin 02 BlackMot Hispanic origin &
Ethnicity(Mew) EZ2 Mot Hispanic/Latino =]

Race Data
o .IRace Category
[ American Indianialaskan Native
[ ‘Asian
Black or African American
[ Mathve Hawaiian or Other Pac 1slander =
[ white
LDl |[«][v]
Military status |14 1 yr +wihonor disc <$500 @] 1 yr +whaonar disc <§

[]Exempt from EEQ

‘eteran Status Disahility
Discharge Date  |04/01/2012 [ Disability
[]Special disabled veteran Disability Date
[1*%iatnam-ara veteran Date Learned

[] Other Pratected Yeteran
Recently separated veteran

[JArmed Forces Service Medal Yeteran
[ Disabled “eteran
[ Mon-veteran

_|
Click (Save) to save.

Title: New Hire Action (PA40)

28 of 64



Title: New Hire Action (PA40)

=
Infotype Edit Goto Extras  System  Help

& 3 dBCER CEHE I B0L8 HE @ o

Create Military Service (0081)

Personnel No. | 40000859 Marne SMITH JOSEPH

PersfArea |3021 | D5HS Region 1 EEGroup |2 | Permanent

FSubarea |DO01 | Mon Represented EESubgroup (08 | M-OT Elig=a0hrsfwlk Status  Active
Start 06 /01 £ 201 2] R 12/431/9935

Military/non-military service
SErVICE Type

46. @
This infotype will only appear if a Military Status was chosen on the Additional Personal
Data Infotype.

Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Service Type R This defines what type of service.

<i)Click on the (Matchcode) to display all service types.
[& Service type (1) 6 Entries found

W eciciors I

B4 C sl 0 ) e =T
Infatype: 0031

STyp |Name |
01 United States Marine Carps
0z United States MNawy

03 United States Army

04 United States Air Force

05 MNational Guard

06 Coast Guard

Example: 01- United States Marine Corps

29 of 64

State of Washington



Title: New Hire Action (PA40)

=
Infotype  Edit Goto Extras  System  Help

& 3 dH ([ €EQ  SHEEDO8  EE @
Create Military Service (0081)

Personnel Mo. | 40000639 Mame SMITH JOSEFPH
PersiArea 3021 | DSHS Region 1 EEGroup . Fermanent
PSubarea 0001 | Mon Represented  EESubgroup . MM-OT Elig=40hrsfwk  Status  Active

Start 1243179988

Military/non-military service
Service type 01 United States Marine Carps

47. ﬁ
Click (Enter) to validate the information.

_|
48. CIick (Save) to save.

=
Infotype Edit Goto  Extras  System  Help

|l@ 2 10 eae SHE DNLD DR 2m
Create Time Specification/Employ. Period (0552)

Personnel No. | 40000633 Name \SMITH JOSEPH |

Persarea DSHS Region 1 EEGroup 0| Permanent

FSubarea - Non Represented  EESubgroup . M-OT Elig=40nrsiwk  Status  Active
Start T @1 =]

Time specifications/employment period
Time spec. DEOSB  Military service / non-military service
[]Da not evaluate

Dwration of validity period Imputable period
Years | ol Years
konths ] konths
Days ] Days
49, Complete the following fields:
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R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C Description
Start R The start date of the employee’s Military Service

@ This should match what is on the employee’s DD214
paperwork.

Example: 1/7/2000
To R The end date of the employee’s Military Service

@ This should match what is on the employee’s DD214
paperwork.

Example: 8/29/2006

50. ﬁ‘
Click (Enter) to validate the information.

=
| Infotype  Edit Goto Extras  System  Help

@ 1 0B eae SNl Do FHE @M
Create Time Specification/Employ. Period (0552)

E]2]lL]

Personnel Mo, 4A000539 narme SMITH JOSEFH

Persares (3021 | DSHS Region 1 EEGroup |0 Permanent

Poubarea (0001 | MNon REprESEr‘ItEd EESubgroup |06 | M-OT Elig=40hrsfwk  Status  Active
Start 11 07 2000 T|:| pE/s29/2008

Time specificationsfemployment period
Time spec. DEDS hilitary service / non-military service
[JCo nat evaluate

Duration of validity period Irputable period
YEars & YERArs

tonths 7 Maonths

Days 23 Diays

@ The fields under Duration of validity period will automatically calculate based upon

dates entered in the Start and To fields when you press & (Enter).
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51. _|
Click (Save) to save.

=
| Infotype  Edit Goto  Wage types Extras  System Help
| & 3 IB eae ik nnan AR QB

Create Basic Pay (0008)
| Salary amount | Payments and deductions |

Personnel No.  |400006389 Name SMITH JOSEPH

PersArea |3021 | DSHS Region 1 EEGroup |3 | Permanent

PSubarea |0E01 | Mon Represented  EESubgroup |06 | M-OT Elig=40hrsfwk Status  Active
Start 06/0 : 12/31/9999

Subtype 6} Basic contract

Pay scale

Reasan 4 Cap.util.lv 100,00

PS type ool Mon-Represented WhHrs/period 87 . 00| Semi-monthly

PS Area 01| Standard Progression Mext inc.

PS group 31 Lewel A Ann.salary 25, 832,00 ush
e |Wage Type Long Text IO___IAmount ICurre___IIn___A___ MNumberUnit  |Unit
1003 Pay Period Salary 1,080.60 USD I

UsD
50D
50 H
UsD
50 =
UsD =]
EijD] [ KNI
IV 12/06/2012) - [12/31/9999 EEI 1,080.60 |USD
52. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/0O/C Description
Reason R This is a specific reason for performing an action or
maintaining an infotype.

@ Click on the (matchcode) to display all entries.
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llI?Reason far Changing Master Data (17 26

OB EEREEE
Infotype: 0008

... |Reason Text |
00 ZDMU - Mo Reason

01 Periodic Increment

02 RngInc Due to Director Action

03 Rdctn in siry win rmg Discipl

04 Return from Red in Salary

05 Salary Adjmnt by Leg Action

06 W Rate (WS Only)

07 v Rate (Non WS Only)

03 Wm5s Raise - Int 5lry Rel Prob

08 wWh3 Raise - Grwth & Developmen
10 YWhis Faise - Rec&Retention Prob
11 Employee Put on Disability Pay
12 Employee Taken off Dis Pay

13 Employee Put on Special Pay

14 Employee Taken Off Special Pay
15 Range Adjust-Multiple Level

16 Salary Adjust-Higher Education

17 Salary Adjust-Inversion/Comp

18 Sal. Adjust-RecruittRetention

19 Initial Appointment |

Example: 19- Initial Appointment
Next Increase (o] The date of the employee’s next pay increase.

@ If you leave this field blank, the employee will not
receive a pay increase.

Example: 12/1/2012
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=
Infotype Edit Goto Wyage types Extras  System  Help

& 1 JH @@ S0 ahon BHE @
Create Basic Pay (0003)

| Salary amount || Payments and deductions |

Persannel Mo. 40000838 Marne SMITH JOSEFH
FPersarea |3021 DSHS Region 1 EEGroup O Permanent
PSubarea 0001 Non Represented  EESubgroup (06| M-OT Elig=40hrsiwlk  Status  Active
Start [6/ 01, 2 12/731,/55949
Subtype ] Basic contract
Pay scale
Reason 19| Initial Appointment Cap.util. v 100,00
PS type B0 Mon-Represented WkHrs/period 87. 00| Semi-manthily
PS5 Area 01| Standard Progression Mext inc, 1270172012
PS5 group 31 Lewvel (A Ann.salary 25,532 00 usD
|Wa___ |Wage Type Long Text IO___lAmnunt ICurre___|In___|A___|NumherIUnit Unit ||
1003 Pay Period Salary 1,080,650 UsSD I
50D H
50
50
50O
50 =
UsD ]
D] [ D]
IV (1270572012 - |112/31/858588 |T||—}| 1,080.50 |UsD

53. Click & (Enter) to validate information.

_|
54. Click (Save) to save data.

& For the Personnel Administration Processor, this will mark the end of the New Hire

action. After saving, click @ to exit the action and transfer the New Hire Information Packet
to the Payroll Processor who will continue the action.

55. Start the transaction using the above menu path or transaction code PA40. Enter the
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Title: New Hire Action (PA40)

employee’s Personnel Number into the Personnel Number Field and press ﬁ (Enter) to

validate data.
=
HRE haster Data Edit (Goto  Ewxtras  Utilities(W)  Settings  System  Help

VI D AH e SHE Dhon BE @
Personnel Actions

lrersonnel no. 40000639 | |

Mame  |SMITH JOSEPH |
Persarea [3821] DSHS Region 1
PSubares (0001 | Non Represented

IFrDm

Do not enter a from date
Permanent

PRdroup |06 M-OT Elig=40hrsiwk  Status  Active

Action Type Personnel |EE group  |EE subgr

Change of Status
Concurrent Employment
Appointment Change
Cuick Hire

Rehire - Quick Hire
Separation

Rehire

Leave of Absence - Active

Leawve of Absence - Inactive
Return from Leave of Absence

S — Y = |

Q Payroll Processor —Do not put a “From” date in the field prior to executing the
transaction.

Click (Execute) to begin the transaction.
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=
Infotype  Edit Gota Extras  System  Help

@ | 140 eGe CHE DoAY IR @B
Change Actions (0000)
DD ‘ |@ Execute info group ||J9 Change info group |

Pers.No. m

Name  |SMITH JOSEPH |

PersArea DSHS Region 1 EEGroup|8| Permanent

PSubarea |0001| Non Represented  EESubgroup |06| M-OT Elig>40nrsiwk  Status  Active
Start 06/81/2012| to  [12/31/9998| Chng 12/83/2012 |[KELLYW

Personnel action
Action Type |UD New Hire a|

Feason for Action Prnbationary

Status
Employment 3 Active ]

Organizational assignment

Position 71004928 OFF ASST 3
Fersonnel area 3021 | D5HS Region 1
Employee groug |E| Permanent

Ernployee subgroup o8] M-OT Elig=40nrsink

Additional actions

Start Date |Act. IActiDn Type IActR IReasun for action
06/01/2012 U0 New Hire 02 Probationary |_|

57.

Click | |@ Execute info group
i
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=
Infotype Edit Goto Extras  System  Help

|& 23 I8 eI CHE D000 PR @B
Change Actions (0000)

|:||:| I|@ Execute info group ||f Change info group |
FPers.Mo. 40000639

Mame  |SMITH JOSEPH |

Persirea (3021 | DSHS Region 1 EEGroup . Permanent
PSubarea (0001 Mon Represented  EESubgroup [06] M-OT Elig=40hrsiwk  Status  Active
Start |Bs/o1/2012| to  [12/31/8998] Chng [12/03/2012 [KELLYW

FPersonnel action
Action Type |uD New Hire a|

Reason for Action |mE [5) Probationary

Status
Ernplayment |3 Active ]

Organizational assignment

Position |[71004928) OFF ASST 3
Personnel area 3021| DSHS Region 1
Employee group E| Permanent
Employee subgroup @ W-OT Elig=d0hrsik

Additional actions

Start Date |Act. |Acti0n Type |ActR |Reason for action
06/01/2012 U0 Mew Hire 02 Probationary H
(4]
(]
LD D]
I@Execute info group

Warning: Personnel action infotype not saved

with ‘execute info group’ function!

‘v Continue | @} Back |

@ This infotype was already saved and it is okay to continue.

>8. CIick (Next Record) until you reach Subtypes for infotype Education, click (Close) to
by-pass this infotype.

59.

Continue to cIick (Next Record) until you reach Create Bank Details (0009).
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=
| Infotype  Edit Goto  Extras  System  Help

|l@ 2108 Qe CHE foLs DR 0F
Create Bank Details (0009)

Personnel No. | 40000639 Name SMITH JOSEPH
PersArea -392'1 DSHS Region 1 EEGroup . Permanent
PSubarea |0001| Mon Represented  EESubgroup [B6|M-OT Elig=40hrsiwk  Status  Active

Start EEIERERE (=)0 [12/31/9999]

Bank details

Bank details type 0 Main bank 2|
Payee \SMITH JOSEPH |
Postal Code/City 98501 |Cly |
Bank Country US USA ]

Bank Key

Bank Account | | Bank control key
Payment method c| warrants

Purpose |

Payment currency |USD | United States Dollar

@ If the employee has not turned in the direct deposit form, or would like to have receive
a paper check, move to step 62. If the employee has completed the direct deposit form
identifying where they would like their pay check deposited, complete the following:

60. In the Bank Key field, click k=% (Matchcode) to open the Find Bank window.
I=Find bank
Bank Country ug] lﬁ']
Bank Key | |
Bank name |
City | |
|

Bank number

SWIFT code

Bank Branch | |

House no/street |

Restrict Number Loo

60.1 To search for a bank by name: in the Find bank window, in the Bank
name field, type a portion of the bank name, followed by an asterisk
(*) — for example, Washington*.
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To search by city, in the Find bank window, in the City field, type an
asterisk (*), a portion of the city name, followed by another asterisk
(*) — for example, *Olympia*.

60.2 Click (Continue) to accept and display a list of banks matching the

criteria.
60.3 Click the appropriate bank.

604 Click ‘i’ (Copy) to accept.
61. Complete the following fields:
R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Bank Account @) The employee’s bank account number.
Number @
Leave blank for a Warrants payment method.
Example: 325497879
Bank control O The type of bank account - for example, savings or checking.
« @)
Enter 01 for Checking or 02 for Savings. Do not leave
this field blank
Example: 02
Payment R The manner in which an employee is compensated, either by
method warrant or direct deposit.
Example: C = Warrant; D = Bank Transfer (ACH)

39 of 64

State of Washington



Title: New Hire Action (PA40)

=4
| Infotype  Edit Goto  Extraz  System  Help
|& | 290 eEe CHE a04a D QB

Create Bank Details (0009)

Personnel Mo. m Marme m

Persirea DSHS Region 1 EEGroup|0| Permanent

PSubarea Mon Represented  EESubgroup [B8| M-OT Elig=40nrsiwk  Status  Active
THGIEGE [=)t0  [12/31/9999)

Bank details

Bank details type |0 Main bank =]

Payee SMITH JOSEPH |

Postal Code/City 98501 |Oly |

Bank Country U5 USA B

Bank Key 325181028 WASHINGTON STATE EMPLOYEES CU
Bank Account 325597570 | Bank control key E‘
Fayment method H| Bank transfer (ACH )

Furpose |

Payrment currency USD | United States Dallar

62. Click g] (Enter) to validate the information

You must save the Bank Details infotype to accept the default of warrant. If you do not
save this infotype, the employee will red line on payroll reports and will not process through
payroll until the Bank Details infotype is created and save.

]
63. Click (Save) to save.
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=
| Infatype Edit Gaoto Extras  System  Help
| @ 200 eae CHE anon AE Q)

Create Recurring Payments/Deductions (0014)

Personnel Mo. 40BRRRE39 Marme SMITH JOSEPH
PersArea 3021 DSHS Region 1 EEGroup || Permanent
ented EESubgroup |06 M-OT Elig=40hrsiwk  Status  Active

A[7)to  [12/31/9999

Recurring Fayments/Deductions
Wiage Type [

Arnaunt ush
Murnbersunit

Assignment Mumber

Reason for Change

Payment dates
FPayment model

64. If the employee has Recurring Deductions, complete the following fields:
If no information has been provided for recurring payments or deductions,

skip this infotype by clicking & (Next record

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description

Wage type R Type of payment or deduction which stores amounts or time
unites that are used to calculate pay and deductions. It
separates amounts and time units for various business
processes.

@ Click k=¥ (Matchcode) to open the selection list.

Example: 1156- Clothing Allow

Amount R The amount of the payment/deduction.
Example: 20
Payment model R The payment schedule for the payment/deduction — the pay
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period and the amount.

Example: WAO4 Every Pay Period — Full Amount
=
Infotype  Edit Goto Extras  System  Help
@ 3 dHICE@ SHE D08 EE @D

Create Recurring Payments/Deductions (0014)

Persannel No. 4000639 Marme SMITH JOSEPH

PersArea |3021| DSHS Region 1 EEGroup @ | Permanent

PSubarea 0001 | Mon Represented EESubgroup 06| M-OT EBlig=40hrsiwk  Status  Active
Start BE /01 /2012 tD 12/31/98583

Recurring Payments/Deductions

Wage Type 1156  Clathing Allow
Amaunt 200,08 |USD Semi-manthly
Mumberfunit

Assignrment Nurnber
Reason for Change

Fayment dates
Payment model WAR4 | Every Pay Period - Full Amt

@ During the New Hire Action, only one Recurring Payment/Deduction can be created. If
the employee has multiple Recurring Payments/Deductions, after you have completed the
New Hire action, go to PA30 to create additional Recurring Payment/Deductions. Refer to
the user procedure Recurring Payment/Deduction

65.
Click & (Enter) to validate the information.

]
6é. Click (Save) to save.
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=g
Infotype Edit Gaoto Extras  System  Help

| @ 2 0@ e@@ SHE nnns AR @B
Create Unemployment State (0209)

FPersonnel Mo, 4E000639 Marme SMITH JOSEFH
FersArea (3021 | DSHS Region 1 EEGroup O] Permanent
ented EESubgroup (06| M-OT Elig=40hrséwk Status  Active

124319999

Unemployment data

Tax autharity ~

Wiorksite [+
67. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description

Tax Authority R The state of employment
Example: WA

Worksite R The county of employment

@ Click on the k=¥ (Matchcode) to display a list of all

counties within the State of Washington.

Example: 34- Thurston County
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=
Infotype  Edit Goto Extras  System  Help

& 3/ A0 €0 CHE DDOoD BE @
Create Unemployment State (0209)

Personnel No. | 48000639 Name \SMITH JOSEPH |
Persarea (3021 | DSHS Region 1 EEGrDup. Fermanent

Psubarea 0001 | Mon Represented EESubgrDupI@M—DT Elig=40hrsil;  Status  Active

1243173988

Start

Unemployment data

Tax authority A Washington

YWiorksite |§| Thurston County
68. Click g] (Enter) to validate the information.

]
69. Click (Save) to save.
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=g
Infotype  Edit Goto Extras  System  Help

|& | 2000 eeeCHE Soia PR @
Create Withholding Info W4/W5 US (0210)

Personnel Mo. 40000639 Marne SMITH JOSEPH

PersArea (3021|D5HS Region 1 EEGroup . Permanent
PSubarea 0001 | Mon Represented  EESubgroup . WM-OT Elig=40hrsiwlk  Status  Active

Start 20 tD 1243179588

Status

Tax authority FED |Federal Tax level . Federal
Filing Status | |

Exermptions

Allowances ’_‘

Tax Exemptind. | Mot exempt 8| [IRS mandates

Withholding adjustrments

Add withholding LsD [Mon-resident tax calculation

Default farmula | 01]PCT MTHD-RES. U Alternative farmula ||

Additional Infarmation
[JCheck here if the last name differs from that shown on the Social Security card

Overrides (from Infotype 0234)
From date |End Date |Supplemental methad |Tax override |Emp|. Override Group |

HDIE]

LD |[«1[2]

70. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
Filing Status R The status elected by the employee for Federal tax
withholding.

Example: 02 — Married

The number of dependents claimed for tax filing purposes. It
affects the amount of taxes withheld from an employee’s
paycheck.

Allowance R
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Example: 02
Add. 0 An amount designated by the employee to be withheld from
Withholding his/her check above the amount that will be taken due to
filing status.

Example: 100.00

Tax exempt C The indicator which determines if the employee is exempt
Indicator from taxation.

@ Using Tax Exemption indicator Y will make the wages
exempt from taxation and not reportable to the IRS.

Using Tax Exemption indicator R will make the wages
exempt from taxation and earnings are reported to the IRS.

Example: Y — Exempt, not reportable

71.
Click [+ (Enter) to validate the information.
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=
Infotype  Edit Goto Ewxtras  System  Help

& 340 €ad CHE SO0 BE @ m
Create Withholding Info W4/W5 US (0210)

Personnel Mo,  |40000639] Name [SMITH JOSEPH |

Persarea DSHS Region 1 EEGroup 8| Permanent

PSubarea Mon Represented  EESubgroup |08/ M-OT Elig=d0hrsfwk  Status  Active
Start IR (2)t0  [12/31/9999]

Status

Tax authority FED |Federal Tax lewel . Federal
Filing Status 02 Married

Exermptions

Allowances 2|

Tax Exernpt Ind. | Mot exernpt Q| [JIRE mandates

YWithhaolding adjustments

Add withholding UsD [JMon-resident tax calculation

Default formula |01 PCT MTHD-RES. U Alternative formula |

Additional Infarmation
[JCheck here if the last name differs from that shown on the Social Security card

From date End Date Supplemental method Tax override Empl. Override Group

72. Click E (Save) to save.
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=
Infotype Edit Goto Ewxtras  System  Help

& 2 dB Qe  ERE DO BAE @
Create Add. Withh. Info. US (0234)

Fersannel Mo. 40000539 Hame SMITH JOSEFH
FerstArea (3021 |DSHS Region 1 EEGroup 0| Permanent
Active
Cyerrides
Tax authority FED | Federal Tax level A Federal
supplemental method
Crverride amaunt
Cwverride percentage Mo Tax
Ermpl.override group
Comman Paymaster
[ Comman Paymaster
73. Complete the following:
R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Empl. override R This is the Worker's Compensation code that an employee
group holds for a particular job.

@ Click on the (Matchcode) to display all

Empl.override group.

@ The employee override group number must match your
agency Business Area.

For this example, the employee has been hired into the
Personnel Area 3021- DSHS Region 1, which belongs to
Business Area 3000.

If the numbers do not match, it could cause incorrect amounts
of Medical Aid being withheld from your employee.

Example: 0068 3000-4902-00 Admin & Clerical
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74. Click & (Enter) to validate the information.

=
‘ Infotype  Edit Goto  Extras  System  Help

| & 2 BIee@ CHE Dhon PR @

Create Add. Withh. Info. US (0234)

Persannel Mo. 400005345 Marne SMITH JOSEFH
[PersArea |3021| DSHS Region 1| EEGroup |0 Permanent

PSubares (0001 | Mon Represented EESubgroup (08| #M-0OT Elig=40hrshwkl  Status  Active
Start peso1/z2012  to 12/31/958588

Crerrides

Tax authority FED |Federal Tax lewvel A Federal

Supplemental method

Crverride armaount

Owerride percentage [ ho Tax
Empl.averride group D068 | 3000-4902-00 Admin & clerical |

Comman Paymaster

CJCaommon Paymaster

]
75. Click (Save) to save.

& For the Payroll Processor, this will mark the end of the hire action. After saving,

click & to exit the action and transfer the New Hire Information Packet to the Benefits
Processor who will complete the action.

76. Start the transaction using the above menu path or transaction code PA40.
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Title: New Hire Action (PA40)

=
| HR Master Data  Edit Goto  Extras  Utilities(M)  Settings  System  Help

| & 1 0H @@ CHE fDon B QF
Personnel Actions

@)

Personnel no. 40000639 |
Marne SMITH JOSEPH

Fersfrea (3021 DSHS Region 1 Lp | 0| Permanent

PSubarea (0001 | Mon Represented @8O0 Oroup |06 | M-OT Elig=40hrsink Status  Active

From [

Perzonnel Actions

Action Type Personnel |EE group  |EE subgr___|
Mew Hire: [+]
-]

Change of Status

Concurrent Employment
Appointment Change

Cilick Hire

Fehire - Cluick Hire

Separation

Rehire

Leave of Absence - Active
Leave of Absence - [nactive
Return from Leave of AbsSence

Q Benefits Processor —Do not put a “From” date in the field prior to executing the
transaction.

77. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Personnel no. R The employee’s unique identifying number.
Example: 40000639

78.
Click & (Enter) to validate the information.
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79.
Click @ (Execute) to start the transaction.
=
Infotype  Edit Gaoto  Extras  System  Help
@ | 1 0H eee CHE Soos BE Qm
Change Actions (0000)
DD J ( Execute info group I|¢9 Change info group |
Pers.MNo. 40000539
Narme SMITH JOSEFH
PersArea [3021|DS5SHS Region 1 EEGroup . FPermanent
PSubarea D001 | Non Represented  EESubgroup [B8|M-OT Elig=40nrsiwk  Status  Active
Start osfo1/2012 o 12/31/9999)  Chng |12fDSI2812||KELLYW
Fersonnel action
Action Type U0 New Hire =]
Feason for Action EIE Frobationary
Status
Ernploymert 3 Active a|
Organizational assignment
Position 71004928 OFF ASST 3
Personnel area 3021, DSHs Region 1
Employee group |E| Fermanent
Employee subgroup 08| W-OT Elig=a0hrsik
Additional actions
Start Date |Act. |Actiun Type |A|:IR |Reasun for action |
06/01/2012 UD  RNew Hire 0z Probationary |_|
80. Click (£ Execute info group .
81. An Execute info group window will appear.
I@Execute info group

9 Warning: Personnel action infotype not saved

with ‘execute info group’ function!

'+ Continue | @ Back |
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:" This infotype was already saved and it is okay to continue.

82. Click (Next Record) until you reach Subtypes for infotype Education, click (Close) to
by-pass this infotype.
83. Continue to cIick (Next Record) until you reach Create General Benefits Information
(0171).
=4
Infotype  Edit Goto Extras  Systern Help
| @ 1 9Beee CHE anon AR @0
Create General Benefits Information (0171)
FPersonnel Mo. 40000539 Marme SMITH JOSEPH
Persfrea |3021 | DSHS Region 1 EEGroup |Q| Permanent
ented EESubgroup |86 M-OT Elig=40hrsfwk  Status  Active
HE(#t  [12/31/9999
General Benefits Information
Benefit area L3 LISA
15t Program Grouping  |[ELIG|  Eligible for Rtrnt
2nd Program Grouping |21 State Employees
84. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry

Field Name R/O/C | Description
1* Program R This is used to determine an employee’s retirement plan
Grouping eligibility.

The 1* Program Grouping defaults in as eligible. To
verify that the position is eligible use transaction code PO13D,
click the gray box to the left of Acct Assignment Features
infotype. If there is an X in the box next to Retirement Eligible
field, then the position is retirement eligible. If the box is
blank, the position is not retirement eligible.

Example: ELIG — Eligible for Rtmnt
2" Program R This defines the employee’s job type and employer.
Grouping
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@ The value in the 2" Program Grouping field defaults
from the personnel area.

You will have to change the 2™ Program Grouping field if:
An employee chooses a different plan.

The Employee Type defaults to a code not consistent with the
System/Plan set up at hiring time.

An employee changes positions and wants to continue
contributing to the System/Plan from his previous position
rather than the one that defaults with the new position.

For a list of valid type codes for each retirement system, see
The Employer Handbook - Type Codes

Example: 01

85.
Click & (Enter) to validate the information.

]
86. Click (Save) to save.

I@Pnssible subsequent activities

@ Enralled an

Terminated on A5/31/2012
O Automatic Plans

O Default Plans

O Al plans

Add. functions 12/05/2012
O Plan overview

O Enrollment Farm

O Particip. Monitar

87. o

Click

(Copy) to accept.
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88.

89.

State of Washington

=g

Enrollment Edit Goto  System  Help

Title: New Hire Action (PA40)

@ JHeae DHBIBDODIRE @

Enrollment

Selection set Enrall
Name |SMITH JOSEPH lon  [08/01/2012 (R [ Oveniew
Personnel no. “—@
Offer selection
ID number | | |O Get offer I|g Print form ||Q General Motice || Error list |
Possible offers |Enraliment period
|® Select Retirerment Enrollmnt 01/01/1800 - 12/31/9993
A G ER R E

Pers Mo [Name

40000638 SMITH JOSEPH

et offer |

Click |2

DI

K30

Offer

that the employee is eligible to participate in.

=

—Egrul\mem Edit Goto  Systern Help

| =202 b c@e CHE SDLOL BRI @

. By using the PA40 transaction code, HRMS will identify all plans

Enrollment

‘Mﬂﬁm Selection set Enrall
Name |SMITH JOSEPH |on [o6/a1/2012[@] [&  Oveniew
Persannelno. | |
Cffer selection
1D numkber | |O Get offer ||Q Print farm HQ General MNaotice H Errar list |
Possible offers |Enrul|ment period
‘@ Select Retirement Enrollmnt 01/01/1800 - 12/31/9999
a|F|[=] 7]
 Pers.No[Name... KNIy L[]
40000639 SMITH JOSEPH
Retirement Enrollmnt
&»  Enmll || [ Costs ||@ Undo selection | 3" ﬁ" |gg Error List |

Plan

|Status Walidity period

IActlwty |

= 401(a)

PERS 2

PERS 3 - Option 0
PERS 3 - Rate A - Self
PERS 3 - Rate A - WSIB
PERS 3 - Rate B - Self
PERS 3 - Rate B - W3IB
PERS 3 - Rate C - Self
PERS 3 - Rate C - WSIB
PERS 3 - Rate D - Self
PERS 3 - Rate D - WIB
PERS 3 - Rate E - Self
PERS 3 - Rate E - WalB
PERS 3 - Rate F - Self
PERS 3 - Rate F - W5IB

06/01/2012 - 12/31/98599
06/01/2012 - 12/31/95599
06/01/2012 - 12/31/9599
06/01/2012 - 12/31/98899
06/01/2012 - 12/31/98899
06/01/2012 - 12/31/9859
06/01/2012 - 12/31/9859
06/01/2012 - 12/31/98599
06/01/2012 - 12/31/98599
06/01/2012 - 12/31/98599
06/01/2012 - 12/31/98599
06/01/2012 - 12/31/95599
06/01/2012 - 12/31/9599
06/01/2012 - 12/31/9999

Click the appropriate Savings Plan. For our example, we will be re-enrolling into the PERS2

plan.
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Q For a new PERS2 employee, upon completion of the enrollment process, immediately
update the Plan Choice code on the Savings Plans (0169) infotype to place the employee on
the 70-day/90-day default report. See the OLQR User procedure Retirement Plan Choice
Coding during 90 day period (New Hire)

| = t4aintain Savings Plan
Pers.Mo. (40000638 SMITH JOSEPH

Plan PERS 2

Start 0670172012 - 1243179933

Stop participation in period

Contribution regular

Pre-tax contribution Semi-maonthly

Arnount 0,600 UsD Pre-Tax Rollove
IPercentage | I
Lnits 0 X 0,00 Ush

Fost-tax contribution Semi-manthly

Arnoumnt 0.00 UsD Start Pst-Tax |
Percentage 0.00
Units 0 x 0.00 UsD

90. Complete the following fields:

R=Required Entry O=Optional Entry C=Conditional Entry
Field Name R/O/C | Description
Percentage R This is a field used to store a percentage amount for the
retirement deduction.

Q Do not leave the percentage field bank or HRMS wiill
not take any deductions for retirement.

If you do not know the correct plan contribution
percentage, HRMS can prompt you. Click in the percentage
field and enter any number (example: 2) and press the enter
button on your keyboard. You will receive an Error message in
the status bar telling you what the correct contribution
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Title: New Hire Action (PA40)

percentage is for the selected plan.
I=Emor

lie between 4.64 and 4.64 %

Example: 4.64

D= Maintain Savings Plan

Pers.No. | 40000639 SMITH JOSEPH
Plan \PERS 2 |
Start B6/01/2012] - [12/31/9998 |

[ 5top participation in period

Contribution regular

Pre-tax contribution Semi-monthly

Amount | 0.088|USD  [Pre-Tax Rollove
Fercentage 4. 64
Units | ox 0.00|USD

FPost-tax contribution Semi-rmanthly

Amount | 0.08|USD [ Start Pst-Tax |
Fercentage o.oo
Units | ox 0.00|USD

91.
oy | Accept
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| Retirernent Enrolimnt
»  Enrall [ Costs ||r:© Undao selection | %"%H"@ Errar List |
Flan |Status “alidity period |Acti\rity |
= A0t
FERS 2 06/01/2012 - 12/31/9599 ¢ I
PERS 3 - Option 0 06012012 - 12/31/9999
PERS 3 - Rate A - Self 06012012 - 12/31/9999
PERS 3 - Rate A - WSIB 06012012 - 12/31/9999
FERS 3 - Rate B - Self 06/01/2012 - 12£31/9999
FERS 3 - Rate B - WSIB 06/01/2012 - 12/31/2999
FERS 3 - Rate C - elf 06/01/2012 - 12/31/2999
FERS 3 - Rate C - W5IB 06/01/2012 - 12/31/2999
FERS 3 - Rate D - elf 06/01/2012 - 12/31/2999
FERS 3 - Rate D - W5IB 06/01/2012 - 12/31/2999
FERS 3 - Rate E - Self 06/01/2012 - 12/31/2999
FERS 3 - Rate E - WSIB 06/01/2012 - 12/31/2999
FERS 3 - Rate F - Self 06/01/2012 - 12/31/2999
FERS 3 - Rate F - WSIB 06/01/2012 - 12/31/2999
92.
Click |@ Enrall
(= Confirmation of Selected Actions
List of Plans
Activity Plan Fram Ta | |
_reate: PERS 2 06M01/2012 |12/31/9999 [4]
B
[~]
|@ Enrall | ¥ Cancel |
93.
CIic!(|@ Enrall
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I@Enrnllment

0 [Enroliment completed successfully:

L3 Confirmation

: The Confirmation button is not configured for use by the State of Washington at this
time. However, agencies may use this as a confirmation of enroliment.

94. Continue -
Click to continue or click |QI Canfirmation 1o print confirmation.
=

Enrollment Edit Goto  Systerm  Help

(] e ICHRIBOLa IEE]E m

Enrollment

‘Wﬂﬁm Selection set Enroll

Narme [SMITH JOSEPH lon  [06/01/2012[8] [2 Oveniew
Personnel no.

Offer selection

ID number | | |O Get offer ||Q Pririt farm ||Q General Notice || Error list |
Possible offers |Enroliment period
|® Select | Retirement Enrolimnt 01/01/1800 - 12/31/5999
[EE]@a] B ]
© Pers.No[Name... KN L[]

40000659 | SMITH JOSEPH

Offer .~ |

95.

You will be taken back to the Enroliment screen. Click g] to return to the previous screen.
The Possible subsequent activities window will appear.
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I Possible subsequent activities

@ Enralled on

Terminated on 053172012
2 Automatic Plans

O Default Plans

O Al plans

Add. functions 12/06/2012
(O Plan overview

2 Enrollment Form

O Patticip. Monitar

v
2. Click to cancel.
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98.

99.

Title: New Hire Action (PA40)

=

HRE Master Data Edit Goto  Extras  Utilities(h)  Settings  System  Help

Y 10 e@e CHE DDn0 B0 O

Personnel Actions

Personnel no.
Name  SMITH JOSEPH |

PersArea 3021 DSHS Region 1 EEGroup . Permanent

PSubarea |0001 Mon Represented  EESubgroup (06| M-OT Elig=40hrsink  Status  Active

Frarm

Action Type Fersonnel |EE group  |EE subgr m
[«]

Change of Status [+]

Concurrent Employment

Appointment Change

Cluick Hire

Fehire - Quick Hire

Separation

Fehire

Leave of Absence - Active

Leawve of Absence - Inactive

Feturn from Leave of Absence

You will be taken back to the Personnel Actions (PA40) screen. You have hired a new
employee into HRMS.

To enter the employee’s e-mail address into HRMS

Enter /nPA30 in the command field
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=

HRE master data Edit Gaoto Extras  Utilities(M) Settings  Systern  Help

& A H @@ SHE DDhoan BE @®
Maintain HR Master Data

D]lZ)edm]en[a] L2

Personnel na. |4B00DE33 |

Name  |SMITH JOSEPH |

Persarea 3021 |DSHS Region 1 EEGroup . Permanent

PSubarea [0001| Non Represented  EESubgroup [86] M-OT Elig=40hrsiuk  Status  Active

|s___ |—| Period
i o [2]| | @ Period
Organizational Assignment v [ From | [T |
:PerSDnaI Data U4 O Today O Curr.week
| |Addresses 4 DAl O Current manth
| |Planned YWarking Time W O Fram curr. date O Last week
| |Basic Pay v OTo Current Date O Last manth
_CDntraCt Elements L4 QO Current Period O Current Year
| |Pate Specifications 14 B |E Choose |
Family/Related Person =
Direct selection
Infotype | STy |

o | Addtl Personal Data_,
Select the tab.

101.

(8]

Click the box to the left of ||_| : to select and click (Create) to create

the record.
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=
HR master data  Edit Goto  Ewxtras  Utilities(M)  Settings Systerm Help

@ A H I @ae EHE DDLOND BEE @@
Maintain HR Master Data

m EEE =R

Personnelno. 40000639 |

Name  [SMITH JOSEPH |

Persfrea 3021 | DSHS Region 1 EEGroup . Permanent

PSubarea [8801] Mon Represented  EESubgroup 06| M-OT Elig=40hrsiuk  Status  Active

Addtl. Pers EIDE

Basic Personal Data .l Payroll .~ Benefits . Time Recording k

Infotype text |S | |—| Period
Monitoring of Tasks o [~]| | ® Period
| |Famity MemberDependents ] From | [T |
:Educatiun (4 O Today O Curr.week
Other/Previous Employers O Al QO Current manth
_ODJECtS on Loan O From curr. date O Last weak
| [Additional Personal Data v O Ta Current Date O Last month
_Military Service v O Current Period O Current Year
Residence Status ] |E Choose |
Communication: | =
Direct selection
Infotype | | STy | |
102. You will receive the Subtype for infotype Communications Pop-up

I@Subtypes for infotype "Comrmuonication” (1) 15 Entries found

MR EE R

STyp |Name |
0001 | Systemn user name (3Y-UNAME]
0ooz2  s5APZ

0003 Metpass

oooga TS

0002 Fax

000e  “waoice mail

oomo E-mail

0011 Credit card nUmMBer(s)

0020  First telephone number at work
0030 Private E-Mail Address

CELL Cell Phone

FRO1 Health Insurance Organization
MAIL - E-hail

WMPHM Car phonefother mobile phone
PAGR Pager
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103. to select

Double click | 0010 E-mail

=4
Infotype Edit Goto Extras  System  Help

& | 9B @ SHE a0 BE @
Create Communication (0105)

Personnel No. | 40000639 Name \SMITH JOSEPH |

Fersarea (3021 |D5HS Region 1 EEGroup . Fermanent

PSubarea |0001| Non Represented  EESubgroup |08| M-OT Elig=40hrsiwk  Status  Active

Start 6 /01 /201 2] =gk 12431/3899

Communication
Type 0o10 E-rmail

IDénumber |IT_|/

104. Enter employee’s email into ID/Number Field
=
Infotype  Edit Goto  Extras  System  Help

& | ) QEH|ICER  SHE Snan BE @
Create Communication (0105)

Personnel No. | 40000639 Name \SMITH JOSEPH |

PersiArea 3021 | DSHS Region 1 EEGroup . FPermanent

FSubarea 0001 | Non Represented EESubgruupl@M-OT Elig=d0hrafwk  Status  Active

Start Og/01/2012|  to 12/31/8998

Communication
Type ag1a  E-mail
ID/number | |JOSEPH. SMITHEDSHSREG . Wa . GOy |

105. Click & (Enter) to validate data.

106. Click |(Save)to save.

You have completed the transaction.

107.
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Results

You have hired an employee.

Comments

: If the employee is entitled to a personal holiday and has not used it this year, create a Personal
Holiday quota type.

Q If the employee chooses to stay in Plan 2 see the OLQR Procedure Retirement Plan Choice Code
Chosen Plan or Defaulted to Plan 2

e If the employee chose Plan 3, see the OLQR Procedure Retirement Plan Choice Code Chosen
Plan or Defaulted to Plan 3

e One of these procedures must be completed when the employee submits their completed DRS
member information form designating their choice during the 90-day choice period.

e The employee that is enrolled in Plan 2 will default to P3, Rate A — WSIB invest manager if no
plan is chosen within the 90-day period.
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